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This instruction implements AFMCPD 51-@ff-Duty Employmentlit establishes internal agency proce-
dures for processing requests for approval of off-duty employment required to be submitted by sections
2-206a and 3-306e of DoD 5500.7-Riint Ethics Regulation (JERauthorized by DoD Directive
5500.7,Standards of ConductThis instruction also delegates to agency designees, commanders, heads
of organizations, and supervisors the authority expressly granted by sections 2-303 and 3-306e of Dol
5500.7-R to require DoD employees under their jurisdiction to report any off-duty employment prior to
engaging in such employment, and to prohibit off-duty employment that will detract from readiness or
pose a security risk. All military and civilian personnel assigned to Air Force Materiel Command
(AFMC) who seek to engage in off-duty employment are required to submit an AF FornAppica-

tion and Approval for Off-Duty Employment. AFMC Instruction (AFMCI) 51-201 is a punitive
instruction; military and civilian personnel who fail to comply with this instruction subject themselves to
criminal liability and/or disciplinary action. This instruction does not apply to the Air National Guard or
US Air Force Reserve units and members.

SUMMARY OF REVISIONS

This revision updates procedures for processing requests regarding off-duty employment.

1. Policy:
1.1. AFMC personnel, both military and civilian, must not engage in off-duty employment that:
1.1.1. Is prohibited by statute or regulation;
1.1.2. Would detract from readiness; or
1.1.3. Would pose a security risk.
1.2. Explanation of Terms.
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1.2.1. The erm "off-duty enployment” means business ativities and compnsated aitside
employmentjncluding self-employnent. Examples d selfemployment inclueéthe sle of insur-
ance,stocks, mutubfunds, real estate, c@metics, hogeholdsupplies, vitaminsand other goods
or sevices.

1.2.2 The tem "readiress"includes the abilit of the Air Force b perform its missiorin the man-
ner and at the time drplace requied, and the abity of a military member iccivilian emgdoyee to
perform his orhergovernment dutees in the mannea ard at the ime and placeequired.

1.3. All civilian and military personnelvho intend to peform off-duty employment, including
employment whe on teminal leave, shall submit an AF Fan 39 to their first-level supervisor at
leag two weeksbefare beginnilg employment (excdpn casesvhere two weeks notie is not pcssi-
ble). Final approvamust ke obtained pior to startirg off-duty employment. Medabal service person-
nd mustcomgy with the requirenments regrding off-duty employmentin AFI 44-102, Community
Health Manageme, in addtion to therequirements of this igtruction.

1.4. A new AF Form 3902 must be submitted whenever the type of employment or the employer
changs, the individual's Ar Force dutieschangesignificantly, orthe number of regulaly-scheduled
off-duty hours ircreases. (ccasional increases in hourslue tosituationssuch as the avadbility of
overtime work, or the eed to fill in for anabsent coworker, do not requireesubmission of the AF
Form 3902. Previously denied requests may be resubmitted after a change in the individual's Air
Force dutis.

1.5 Military personnel whofail to comply with the filirg requirements of thisnstruction violate a
lawful gereral order which may reslt in gopropriate disciplinary action or criminal liability under
Article 92 of the Uniform Cadle of Military Justice. Air Force civilian empoyees who violatethis
instruction by failing to comply with its filing requirements are sioject to appropriate disciplinary
action withou regard to criminal liability.

2. Proceduresfor Completing AF Form 3902:
2.1 The employee completes Sectio
2.2. Theemployee's immediaipervisor completes &eon Il.

2.3 In cases where the employee is requiredileoa SF 278Public Financial Disclosure Report,
or an OGE Fam 450, Confidential Financial Disclosure Report, ard where the off-duty employ-
ment wil be with a "prohbited source" as defigen the ER, DoD 5%0.7-R, (which includes any
person or company thdoes bsiness or seks © do business with thédoD, regardless of the dollar
amount 6 the contact or puchase),the Center, Wing oOrganization JAshall complete Sectionlll
In other cases JA review is not requred unless requested by the employee's immedate suprvisor.
However, Installation Commanders mayguire JA reviewn all cases (this mg beaccomplished by
letter, as oppased to by loal supplementation of thisinstructior).

2.4. Section 1V is comgeted by tle first person in the emgdoyee’'schain of command asupenision
who isa commisioned miltary officer or a civilian GS-12 or above, andmis above the employee's
immediate supewisor. However, if the enployeés immediate supervisor is aGenrera Officer, SES
member, SE€quivalent employee (e.g., TS SL), or Center,Wing, or Lab Commara (or equiva-
lent), thentheimmediate supwisor also completgeSectionlV. The individuas specifed in this para-
graph who ae authoized to comgete SectiorlV of the AF Fam 3902 (other than Unit Commanders)
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are considered to beegatees bUnit Commandes; for purposes of compliety Setion IV of the
AF Fom 3902.

2.5. Filing AF Form 3902. After arequest isappoved or disapprovedhe original request wibe
maintained either by #gindividual's unit,or in one or more centraliBdocations (seh asa Squadron
SectionCommaneyr's office), or in sch maner asthe Instllation Commander demsappropriate.
In caes where the Leg Office coadinated on the AF Far 3902,a copy of the completeAF Form
39 will be sert to theLegal Office,which will maintain the form as ragred by theJoint BEhics
Regulatior, DoD 5500.7-R.

JERALD D. STUBBS, Brigadier General, USAF
Staff JudgeAdvocate AFMC



